
APPLICATION FOR RECORDS D l W S l T l O N  STANDARD 

6. Dates of Series 
Earliest Latest 

I Present 

I ,i h 

9. Records Series Title (follom?d by title ursd in office; if diffwind 

Cost Allocation Reports 

JSTRUCTIONS: 
3 1)e(,i Division Sululwsion B Administering office A d d r ~  

Department of Finance & Administration 
Division of Accounting 

Prepare In duplicate and forward to the Records Management Analyst. Management Systems Division 
FOR RECORDS MANAGEMENT OIVSION USE 

Date Rlceivkl Applmtion No. Date Completed 

2100 Peachtree Summit Building 
401 W. Peachtree St., N.E. 1. Application 2. hpt. Application No. 

Fileisarranged: Alphabetically, according t o  subjects listed above. All subjects may not be inclu 
in each fiscal year transfer. 

!. Monthly Reference Rate 

One to six months old 

twentv-live months and older - ?  

1 

How often are records referred to which are: 
1 ; Thirteen to twty-four months old 

2 ; %en to twelw months old 2 
1 

I. Annual Rate of Accumulation of Records 

' ; Legalsize drawers ; Shelves ; Other (specify) Letter-size drawers 

. .  
3012 (3/76l 

i 

5 

d 



ng? 11 yes, cite law ortegitation. 

mmarized faport? 

Ietention Requirements The following requires the series to be kept: 

--7s--- a. State Law years. d. Audit period, 

b. Statute of limitation years. e. Administrative need 
c. Federal law ~ years. 

Attach copy or e x e r t  of law or regulations. Explain administrative nnd. 

years. 

1. Federal retention instruelions years. 

, 

. .  

- --~- - -*& - 
6. Approved Oispositton Instructions This ngencv recommands that the I 

-___- then. 
I I Cslenrlni Yeai; I -3 Fiscdl ' . Yeat; [J Other 

Hold in the current files area 

Transfer to local holding area; hold 
Transfer to Slate Records Center: hold 

monthts)& yearb): then 

yearb). c*w an& M+;\ &A&\ ;+ is p\ &d; + 
vear(s): thdn 

es h t r o y  

0 Transfer to State Archives fdr wmanent  retention 

u Other ~Specrlvl 


